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Candidacy A -in reply to an “ad personam offer”

If you have already agreed the contents of the internship to carry out at host organization

already partnered with the University of Bologna for “curricular internships” and “internships

for final examination” please log on S’rudenﬂ@line and press the button 6> |to

Internships

enter the Internship app and fill out web forms.


https://tirocini.unibo.it/tirocini/studenti/home.htm

1. After logging-in, you have to go in the section “ad personam offers” and click B in order to see the offers and start the application

g

'JH.\, ALMA MATER STUDNORUM

"y % UNIVERSITA DI BOLOGNA

= ~N
Internships - Welcome

Stude h”@"”e Internships - Student home page

@ Home
Internships
. Offers
e Curricular internship
Log out

For information about curricular internship see the specific page on your study course web site or contact the internship office.
Remember that you can begin the internship only after having completed the procedure and printed out the Attendance record book

Postgraduate Internships

This platform can be used to view the list of the contracted companies, submit a spontaneous application and answer to an internship offer.

THE UNIVERSITY OF BOLOGNA MANAGES ONLY POSTGRADUATE INTERNSHIPS CARRIED OUT IN EMILIA ROMAGNA.

Postgraduate internships located in other regions are promoted in compliance with the regional activation procedures through Authorised Promoters (e.g. Job Centres, Recruitment Agencies, Training Institutions).

Post-Lauream experiences abroad are regulated by national laws (generally without the invoh t of the graduate's University of origin) or by specific international programmes.

Online course on Health and Safety in Study and Internship Areas

The Health and Safety course is compulsory for students on internship. For further information please check h
and-safety-in-study-and-internship-areas

Internships to c lete-cdsS.

P

Code Description Credits

Internships to c

Code Description Credits

v

"Ad P " Internship offers

Id Companylles Type Of ip Job Description | Field Of F




Iﬁﬁi IO TR ISTIO 11t [V ERSITA D] B
T UNIVERSIIA DI BOLCUNA

STIJdeP‘@I]ne

Erle—

Internship offern. , o o

Inkermship offer detsil

- Compariza Appeawel: ] T ofter nas been accepied by your tecutty
Log out Competipitty win study [ omtemnstip not isted in the study plas)
=

courst

Compangiss:

2.click on “send request” in order to start the application

[Tree

Type of mtemshio:

Curriouler Internship

Int=mship details

Jot description: -
Flak of pleczmant .

[Deizis of the Inzmship

Emall for commurication
Mumber of ampkyees i
e production unk
Mumiger of Inbems
currently Invoked st Se
host argesization
Emonomic Bachor (Class
ATECD 2007, Tomat
XX

Country:

Prawinge:

city:

Acdess

Job descripticn (ISTAT
farmat K
Estimaied start dase
Estimated end dase
Durstion

Working hoors
Additional Informaiticn on
working hours esd
activiies

Menthiy
zreftiTompenseton (i
Eurmy

Methed of payrment

e

Omjecves
Activiies .

Fubicetion siar defe:
Pubiication expiration
defe:

S0I020
IR0I020

[other dmn

MName of the conmiact .
person:

Famiy neme of e

aniact persoes

Position of the comiact .

perscer
Langusge skils required:
Computer skils requirss:
Mot=s

Avnliasie for pusiness
trips qutside Il
Avnliasie for pusiness
frips within Italy-
Cumanty smplyed:

[Recpiems

This Ini=mship offer s
eddressed boone
specifed appiioant

The offer is addressed only to specific students :

v

» Student’'s NAME and SURNAME (addressee of the “ad personam” offer)



3. click on “research Tutor” in order to indicate the name of the Professor you chose as Academic Tutor for the internship (before
doing it, you have already contacted him/her) and click on “Send request”

e ;
BT T TN LS IVERSITA D) BOLOGRA
Gt LN IVERSITA DI BOLOGNA

Tirocini - Richiesta di tirocinio

Studenf@hne Richiesta di firocinio

Home Presenta una richiesta di tirocinio
a Internships

o Offers

. Compariss Approval lThE offer has been accepted by your faculty

Log out Compatibifity with study l (Internship not listed in the study plan)

course

The Academic Tutor is | Acsdemic tufor "9‘4”5193 m
chosen autonomously by the Attach CV' and cover letter You have to select this
student. He/she has to be (pdf o doc Max 2Mb) checkbox only if you chose
chosen between professors Internship for Dissertation [ ] <

this activity in your study

Student introductory notes plan (e.g. “Internship for
preparation for the final

and structured researchers of
the University of Bologna.

For internship for examination”)
dissertation, the Academic
Tutor must be the thesis

Supervisor (in this case can

be also indicated an adjunct E

professor).

£Copyright 2005 (Ul 3322 ded 2000117 15:40:42 CET - Server: flest27.0.1.1] - [nfarmatha sl rivacy T
.11 ALMA MATER STUDHORUM - Unlvershts dl Bologna - ia Zambanl, 33 - 40128 Solgna After clicking on Send Request, you

have to wait in order to see the
screen showed in the next page.




4. After clicking on “Send Request”, the application procedure is ended and your request of internship has been successfully saved.

<t .
i EITYPRTN J R T TR LIV ERSTTA D BOLOGHA
I UN IVERSITA DI BOLOGNA

Tirocini - Richiesta di tirocinio

STUdem@hne Richiesta salvata

Home La tua richiesta di tirocinio & stata salvata con successo
Internships
i+ Oifemrs
«« Compani=s Sampa rickie=in
Log out
‘©Copyright 2003 [buld. 3322 del 2020-01-17 15:40012 CET - Server. flest 27.0.1.1] - Informaiiva sulla Privacy
\ r ALMA MATER STUDIORUM - Uniwersha dl Bologna - Wa Zambanl, 33 - 40125 Sologna

From this moment, the process restart from the step of “Approval of the Internship”.



Candidacy B — in reply to an “open’ offer

If you want to do an application in order to response to an “open” internship offer published by a Company/Institution,
you must log-in by using your University credentials

#£= Accedi - Internet Explorer

N — I s =1 e
@U ~ |@ htips://cas-formazione. unibo.it/cas/login?service =https %34 % 2F %2F troani.unibo.it%2F tirc O x| | Gk || 2| (& Accedi x I l T % 5o E
File Modifica Visualizza Preferiit Strument 2

% @ Convert -~ PO select

©DsA

Inserisci le credenziali istituzionali di Ateneo.

mario.rossi@studio.unibo.it

Password

STUDENT'S LOG-IN

Non riesci ad accedere?
Hai dimenticato le credenziali? Vuoi cambiare la password?

Informazioni sulle credenziali
Scegli il tipo di credenziali che usi:

= @studio.unibo.it
= @unibo.it

> @esterni.unibo.it

ALMA MATER STUDIORUM

UNIVERSITA DI BOLOGNA

Informativa sulla Privacy



ALMA MATE R STUDIORU M
UNIVERSITA DI BOLOGNA

srudem@nne

_—

Home
Internships
Offzrs

. Campaniss

Log out

After loggin-in:
1. click on “Offers”

UNIVERSITA DI BOLOGNA

Internships - Welcome

Internships - Student home page

Curricular internship

For information about curriculzr internship see the specific page on your study course web site or contact the internship office.

Remember that you can begin the internship only after having completed the procedure and printed out the Attendance record book

Postgraduate Internships

This platform can be used to view the list of the contracted companies, submit a spontaneous application and answer to an internship offer.

THE UNIVERSITY OF BOLOGNA MANAGES ONLY POSTGRADUATE INTERNSHIPS CARRIED OUT IN EMILIA ROMAGNA.

Postgraduate internships located in other regions are promated in compliance with the regional activation procedures through Authorised Promoters (2.g. Job Centres, Recruitment Agencies, Training Institutions).

Post-Lauream experiences abroad are regulated by national laws (generally without the invelvement of the graduate's University of origin} or by spacific international proegrammes.

Online course on Health and Safety in Study and Internship Areas

The Health and Safety course is compulsary for students on internship. For further information please check b
and-safety-in-study-and-internshio-areas

| Internships to complete - C.d.5.

Code Description Credits

i Internships to complete - C.d.5.

Code Description Credits

Internship r t

Id Haost Organisation Object Date/Hour Of Submission Type Of Internship  Type Status
Curricular internship  Su offerta Dhu:epted by the host organization ﬂ|

Ongoing and closed internships

Mo ongoing or closed internships




2. Click on “Curricular Internship”

g SRETITNTS TR TS AT LIS VERSITA D BOLOGNA
\ o UNIVERSITA DN BOLOGRNA

Tirocini - Seleziona tipo tirocinio

STUdem@l'ne Type of Internship

Home Select the type of internship
a Internships
o Offars
Companias Hame Description
Postgraduate intemship {onfy Internship for new graduates who have completed their studies within the 2=t twelve months, aimed at providing direct knowdedge of and entry into the work environment. It is an option which allows students to obtain real work experience (akhough, as with
Log out in ltaly} internship 25 part of the student leaming process, it does not constitute employment), concurrent with or following the period of study.
/ Curricular internship Student intemship which forms part of a course of study leading to the diploma, with practical training activities carried out also in structures outside the University. This intemship also provides a first contact with the work environment. B

&Copyright 2005 [ould. 3322 ded 2020-01-17 15:40012 CET - Server: flest127.0.1.1] - Infarmaiiva sulla Privacy
.11 ALMA MATER STUDIJRUM - Unlverstz dl Bolegna - Wia Zambanl, 32 - 4112 Solagna



3. Now, you would be able to see all the opportunities of internship reserved to your Degree course and you can select the one like mostly

:ﬁi PYRPRNTN TN TN ATV LI IVERSITA D] ROLOGNA
Vi UNIVERSITA DI BOLOGNA
Internships - Internship offer management
studenti@ine
Curricular internship
Home
a Internships
\ Offers Search filters
5 Com blic name
« (ompanizs
Lot Couse e Faculy
[Second Degree Courses w| [ |
Cowrse )
| , v =
id Companyfles Country N.requestiN.position Job Description ! Field Of Placement
©Copyrighl 2005 [bulld. 3322 ded 2020-01-17 15:40:12 CET - Server: flest 27.0.1.1] - Infarmaiiva sulla Privacy
.11 ALMA MATER STUDHIRUM - Universits ol Balogna - Wia Zambanl, 33 - 40128 Sologna
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o 4 ALMA MATER STUDICRLIM
¥ ¢ UNIVERSITA DI BOLOGHA

Student @Iine

Home
A Internships
Offers
Companies
Loy dvurt:

4. You can apply by clicking on *“send request”

UNIVERSITA DI BOLOGNA

= e

Tirocini

~~

Internship offer n.

Internship offer detail

Apgroval: ] The offer has besn acoepted by your faculty
Compatibility with study [ {Internship not Ested in the study plan)
COursE:

Companylies

If you see a red checkbox, you have to update your study plan or
contact your Internship Office, if necessary.

[Tyme

Type of Intemship: - Curricular Intemehip

[Intermship cetsis

Job description: .

Field of placement: .

Learning cutcomes of the -
fraineeship:

Contents or tasks ofthe .
frainesship:

Theoretical and applisd .
knowlsdge, personal skills
2nd competencas
(organizational skills,
fEam work, stc):

Numiber of positicns

available:

Cwration: 300 {Ove)
Estimated stard date:  31/03i2020
Estimated end date:  31/12i2020

Work location: -

Cnurlry'_ ITALIA

Province: BOLOGNA

City. BOLOGHA
Financial confribution N

Fvailable:
Publication start date:  04/0262020
Putlication expiration 280212020

date:

|Clrenhia

Hame of the contact .
person:

Family name ofthe -
Contact persan:

Position of the contact .

person:

Languape skils requirsd:
Computer skils required:
Hlotes:

Auailable for business
trips outside [tahy:
Avzilable for business
frips within [taly:
Currently employed: N

=

=

|Recipients

Courses:

11



5. Click on “search Tutor” in order to find the name of the Professor you want to propose as Academic Tutor and press on “Send request”

RIS ULl LS IVERSITA DI BOLOGRA
y UNIVERSITA DI BOLOGRA

Tirocini - Richiesta di tirocinio

Studeni@hne Richiesta di tirocinio

Home Presenta una richiesta di tirocinio
a Internships

& Offers

. Companies Approval lThE offer has been sccepted by your faculty You have

Log out Compaﬂbiﬂywﬂl;.ﬂ l[lnberr'ship not listed in the study plan) / to attach

. . . our CV
The Academic Tutor is —> Acsdemic tutor revquﬂeg m y
chosen autonomously by Attsch OV and cover letier Shogin.. |
the student. He/she has to {pdf o doc Max 2Mp) *
Internship for Dissertation [ < i
be chosen between (1) You have to select this checkbox only
professors and structured Student introductory notes if you chose this activity in your study
res.earchers of the plan (e.g. “Internship for preparation
University of Bologna. ) o,
hotes are for the final examination”)
For internship for discretionary
dissertation, the Academic
Tutor must be the thesis e =t
Supervisor (in this case can
be also indicated an adjunct
£ ) ©Copyright 2008 [bubd. 3322 del 2020-01-17 15:40:42 CET - Server fiest/127.0.1.1] - Informathva sula Privacy

protessor). D11 ALMA MATER STUDIIRUM - Universita o Balogna - VIa Zamani, 3 - 40125 Sologna
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6. After clicking on “Send Request”, the application procedure is ended and your request of internship has been successfully saved.

s, )
- m:_' P R Ul LS IVERSITA D BOLOGNA
s UNIVERSITA DI BOLOGNA

Tirocini - Richiesta di tirocinio

S’ruden’r@lme Richiesta salvata

Home La tua richiesta di tirocinio & stata salvata con successo
Internships
i+ Oifemrs
«« Compani=s Sampa rickie=in
Log out
‘©Copyright 2003 [buld. 3322 del 2020-01-17 15:40012 CET - Server. flest 27.0.1.1] - Informaiiva sulla Privacy
\ r ALMA MATER STUDIORUM - Uniwersha dl Bologna - Wa Zambanl, 33 - 40125 Sologna

As you send the candidacy, the Company receives a notification via email. The evaluation of the application is up to the Company.

If the evaluation is positive, the host organization has to fill the Internship Programme and the student receives an email that
inviting him/her to accept it; from this moment, the process restart from the step of “Approval of the Internship”.

13



Self - candidacy

If you want to present a spontaneous application for an internship in an already partnered organization:

1. after logging-in, click on *Companies”

5 ALMA MATER STUDIORUM UNIVERSITA DI BOLOGNA
5 UNIVERSITA DI BOLOGNA Y IETS M= )

Internships - Welcome

S‘rudenh@lme Internships - Student home page

2 Home
Internships
.. Offers
/ Companies Curricular internship
Log out
For information about curricular internship see the specific page on your study course web site or contact the internship office.

Remember that you can begin the internship only after having completed the procedure and printed out the Attendance record book

Postgraduate Internships
This platform can be used to view the list of the contracted companies, submit a spontaneous application and answer to an internship offer.
THE UNIVERSITY OF BOLOGNA MANAGES ONLY POSTGRADUATE INTERNSHIPS CARRIED OUT IN EMILIA ROMAGNA.

Postgraduate internships located in other regions are promoted in compliance with the regional activation procedures through Authorised Promoters (e.g. Job Centres,
Recruitment Agencies, Training Institutions).

Post-Lauream experiences abroad are regulated by national laws (generally without the involvement of the graduate's University of origin) or by specific international
programmes.

Online course on Health and Safety in Study and Internship Areas

The Health and Safety course is compulsory for students on internship. For further information please check http:
assistance/health-and-safety/online-course-on-health-and-safety-in-study-and-internship-areas

Internships to complete - C.d.S.

Code Description Credits
15349 TIROCINIO 10




2. insert the complete name of the Company/Public body which you are interested in and click on “Search”

|/( ST R e Ul UNIVERSITA DI BOLOGNA
L ARG IR  AMBIENTE STS

Aziende/Enti
studenti@pline : bodi
Companies/Public bodies
Home The following is the list of organizations accepting autonomous applications. To check the organization and send your application click on the corresponding box
2 Internships
- Offers Search filters
.. Companies v Company/Public body name Province
Log out | | [--all - V]
Keyword Country
| [--all - v|
Field
[--an -- v
. D
| Company/Public Body Name Location Company Description Field
>
- v

3. Click on in order to select the Company that you are applying for

15



4. click on “send autonomous application”

oL Sae

UMNIVERSITA D1 BOLOGNA
AMBIENTE STS
Company

Sfudenh‘@line .
Company detail

PSS ALMA MATER STUDIORUM
#vs UNTVERSITA DI BOLOGNA

Home
a Internships
Compan
.. Offers | Y -

e Company/| F‘ubllcr:l gs-ﬁ:
Eoo[out Business type:
Description:
Sector:
Country:
State/Province:
City:
Town/District:
Address:

CAP:

|Infonnaﬁon related to the Agreement with

MNote:

First name of the contact
person:

Email:
Web site:

~ @Copyright 2008 [build. 3326 del 2020-01-27 16:58:13 CET - Server: jiest/127.0.1.1] - Informafiva sulla Privacy
| ) ALMA MATER STUDIORUM - Universita di Bologna - Via Zamboni, 33 - 40126 Bolegna



5. select “Curricular Internship” by clicking the button

l\." TR Y N IVERSITA DI BOLOGNA
| ASUENE R EEY  AMBIENTE STS

Tirocini - Seleziona tipo tirocinio

S‘rudenh@lme Type of Internship

Home Select the type of internship
a Internships
- Offers
) Name Description
- Companies
L ut Postgraduate intemship  Internship for new graduates who have completed their studies within the last twelve months, aimed at providing direct knowledge of and entry into the work environment. It is an option which
Sa (only in Italy) allows students to obtain real work experience (although, as with internship as part of the student learning process, it does not constitute employment), concurrent with or following the period of
study.

Student internship which forms part of a course of study leading to the diploma, with practical training activities carried out also in structures outside the University. This internship also provides a —

Curricular internship
first contact with the work environment.

- @Copyright 2008 [build 3326 del 2020-01-27 16:58:13 CET - Senver: jiest/127.0.1.1] - Informativa sulla Privacy
| ] ALMA MATER STUDIORUM - Universita di Bologna - Via Zamboni, 33 - 40126 Bologna
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I/( 2 ALMA MATER STUDIORLUM UNIVERSITA DI BOLOGNA
L RN R CIE Y  AMBIENTE STS

6. Click on “Search Tutor” in order to fill in the section with the name of the Professor you want as Academic Tutor and then click on “Send Request”

Tirocini - Richiesta di tirocinio

STudenh@llne Richiesta di tirocinio

Home

2 Internships
- Offers
-- Companies
Log out

The Academic Tutor is
chosen autonomously by
the student. He/she has to
be chosen between
professors and structured
researchers of the
University of Bologna.

For internship for
dissertation, the Academic
Tutor must be the thesis
Supervisor (in this case can
be also indicated an adjunct
professor).

Presenta una richiesta di tirocinio

Quando presenti richiesta devi sempre inserire il nominativo del Tutor accademico che intendi proporre per il tirocinio.

1. Se presenti candidatura in risposta a un'offerta "ad personam” (a te riservata) devi attendere:
= la validazione del programma di tirocinio da parte del Tutor accademico;
= l'approvazione della richiesta da parte della Commissione Tirocini del tuo corso di studio.
2. Se presenti candidatura in risposta a un'offerta "aperta” oppure autocandidatura devi attendere:
= l'accettazione della richiesta e la compilazione del programma di tirocinio da parte del Soggetto Ospitante;
= la validazione del programma di tirocinio da parte del Tutor accademico;
= |'approvazione della richiesta da parte della Commissione Tirocini del tuo corso di studio.

Successivamente, riceverai al tuo indirizzo di posta elettronica istituzionale (neme.cognome@studio.unibo.it) un'email con ulteriori istruzioni per completare I'avvio del
tirocinio.

Per ulteriori informazioni contatta I'Ufficio Tirocini dell’area scientifica

You have
Compatibility with study [Jj to attach
course your CV
—» Academic tutor requested m
Li]
Attach CV and cover letter Sfoglia... |

(pdf o doc Max 2Mb) *
Internship for Dissertation [ ] <
o

You have to select this checkbox

Student infroductory notes only if you chose this activity in
? your study plan (e.g. “Internship
for preparation for the final
notes are
discretionary examination”)

i m
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7. After clicking on “Send Request” the application procedure is ended and your request of internship has been successfully saved.

I'ﬁ( = ALMA MATER STUDIORUM UNIVERSITA DI BOLOGNA

\4 rgﬁ UNIVERSITA DI BOLOGMA AMBIENTE STS

Tirocini - Richiesta di tirocinio

Student |@I|r‘1 ©  Richiesta salvata

Home La tua richiesta di tirocinio & stata salvata con successo
Internships

- Offers

Log out

~ @Copyright 2005 [build. 3326 del 2020-01-27 16:58:13 CET - Server: jtest/127.0.1.1] - Informativa sulla Privacy
I ! ALMA MATER STUDIORUM - Universita di Bologna - Via Zamboni, 33 - 40126 Bclogna

After this step, the Company receives a notification via email. The evaluation of the self-candidacy is up to the Company.

If the evaluation is positive, the host organization has to fill the Internship Programme and the student receives an email that inviting him/her to
accept it; from now the process restart from the step of “Activation of the Traineeship”

19



R,
; 0 ALMA MATE L STUDHORUM
fatd) UNIVERSITA DN BOLOGNA

Studenf@line

a Home
Internships

Candidacy for an Internship at the University of Bologna
1. After logging-in, click on “Companies”

UNIVERSITA DI BOLOGNA

Internships - Welcome

Internships - Student home page

Curricular internship

For information about curricular internship see the specific page on your study course web site or contact the internship offics.

Remember that you can begin the internship only after having completed the procedure and printed out the Attendance record book

Postgraduate Internships
This platform can be used to view the list of the contracted companies, submit a spontanecus application and answer to an internship offer.
THE UNIVERSITY OF BOLOGNA MANAGES ONLY POSTGRADUATE INTERNSHIPS CARRIED OUT IN EMILIA ROMAGNA.

Postgraduate internships located in other regions are promated in compliance with the regional activation procedures through Authorised Promoters (e.g. Job Centres, Recruitment Agencies, Training Institutions).

Post-Lauream experiences abroad are regulated by national laws (generally without the invalvement of the graduate's University of arigin} or by spacific international programmes.

Online course on Health and Safety in Study and Internship Areas

The Health and Safety course is compulsory for students on internship. For further information please check http://www.unibe.it/en/services-and-opportunities/health-and-assistance/health-and-safety/online-course-on-health-
and-safety-in-study-and-internship-areas

_________ _Internships to complete - C.d.5.

Code Description Credits

Internships to complete - C.d.5.

Code Description Credits

Internship requests

Id Host Organisation Object Date/Hour Of Submission Type Of Internship  Type Status

Ongoing and closed internships

20



& UNIVERSITA DI BOLOGNA
Vs UNIVERSITA DI BOLOGNA

2. Insert “ALMA MATER STUDIORUM" in the section “Company/Public body name” and click on “Search” and then on
:&;_ ALMA MATER STUDIORUS

Aziende/Enti
srudem@nne

Companies/Public bodies
Home The follawing is the list of organizations accepting autonomous applications. Ta check the organization and send your application click on the corresponding box
2 Internships
« Offers Search filters
. Companies Company!Public body name Province
Log out [ALMA MaTER | [-al- v
Keyword Couniry
| == v
Field
[-all- v
Company/Public Body Name Location Company Description Field
ALMA MATER STUDIORUM - UNIVERSITA DI BOLOGNA BOLOGNA ALMA MATER STUDIORUM - UNIVERSITA DI BOLOGNA ione post i id & non universitar H <
BOLOGHA
ITALIA
©Copyright 2005 [bulkd. 3322 del 2020-01-17 15:40:12 CET - Server: lest127.0.1.1] - Informativa sulla Privacy
| ! ALMA MATER STUDIIRUM - Unlversia dl Balegna - Via Zambanl, 33 - 40125 Sologna
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3. click on * send application ”

] Campany

Company detail
Home
e Ccrrpan},r.’Puhlicnm ALMA MATER STUDIORUM - UNIVER SITA DI BOLOGNA
Log aut Business type:  Universitallstitute di istruziene superiore

Descripion:  ALMA MATER STUDIORUM - UNIVERSITA DI BOLOGNA
Sector:  Istruzione post-secondaria universitaria e non universitaria
Couniry:  ITALIA
State/Province:  BOLOGNA
City: BOLOGNA
Town/Districk:

Address:  Via Zamboni 33

CAP: 4026

|Inlunr|azioni relative ai tirocini interni allAlma Mater Studiorum - Universit di Bologna

Send applicztion

Mote: L'Alma Mater Studiorum - Universita di Bologna permette o svolgimento di tirocini curriculzni allinterno delle proprie strutture. Prima di presentare una eandidatura & necessaric definire un argomento e una struttura presse cui svolgere il tirocinio con un
referente dell'Universita

©Copynght 2008 [owld.3322 del 2020-01-17 15:40012 CET - Berver. [lesti127.0.1.1] - Informailva sula Privacy
D.10 ALKA MATER STUDIORUM - Universa di Bolegna - 1a Zambanl, 33 - 40128 Solagna



4. Fillin all the sections with the information needed (already agreed with the Academic Tutor
and the Contact person of the Host Organization) and click on “Send request”

S'Jdc"n'aline IR']'E;lad.il' .

Home Frasenta una richiasta gl tirccinla
& Internships
offs
‘Componica Prima di compliare a richlesta consuita le Infarmazionl relative al trocinl Internd present! sul sito web del tue corso ol studl
Lo ut:
You have to sel‘ect this . sty vty [ st e Select the Academic Tutor
che.cl.<bo.x only if you chose this e - with whom you have
activity in your study plan (e.g. e g e - already agreed the
“Internship for preparation for | ) o . Internship Programme
a
the final examination”) Student niroducion netes
Use the drop-down menu in order
} —> .
to select the Unibo Department '“:':"'““""‘"" : | ~]
where your internship take place Sugarnisar hams - Fill in this section with the name/contacts of the Supervisor of the
it el ' ¢ | Host Organization and the name of the Laboratory/Office.
kst Srgenization | |
Euperisar Emal -
LabanstonyCffice | |

Locaifid sace del tiochie

Mazicne © |[TALLA )
Regione sege - FOEE
comumeaett” lmemers, ¥ [ Each internship will be activated for 12 months (by default)
Address - | | . . . .
e sta!rtmg from the beglrlnmg date )ertten c?n Fhe Atten.dance
Extimnizd ena cote 0+ o < Register. The real duration of the internship is determined by
Tadmmamathas s [ the number of ECTS forecasted by the Study Plan of the student
ECTE no.* l:l . ; H H —mi
g o ] FEEES] e s e (for example: curricular traineeship of 6 ECTS=min. 150
Asdiionsl ISrmaton 0N [Cozanes io awolgizants Sal Sifcoimic acac poaaiiall hOUrS/maX.lgo hOUrS).
ORI PCUS AN ooy rerte o apoatomenti temporosed posazc aedi divecas
BCIVIES T |apiip jece principale del tirscinis, da definire m
programzacs io sccordo can il reaponaobile del tizccicic

[ceteciives

= L=

I O oichiare ol aver concordats | gatl Inserit can I tutor I referente del soggatta aspitants =




5. After clicking on “Send Request”, the application procedure is ended and your request of internship has been successfully saved.

<t .
i EITYPRTN J R T TR LIV ERSTTA D BOLOGHA
I UN IVERSITA DI BOLOGNA

Tirocini - Richiesta di tirocinio

STUdem@hne Richiesta salvata

Home La tua richiesta di tirocinio & stata salvata con successo
Internships
i+ Oifemrs
«« Compani=s Sampa rickie=in
Log out
‘©Copyright 2003 [buld. 3322 del 2020-01-17 15:40012 CET - Server. flest 27.0.1.1] - Informaiiva sulla Privacy
\ r ALMA MATER STUDIORUM - Uniwersha dl Bologna - Wa Zambanl, 33 - 40125 Sologna

From this moment, the process restart from the step of “Approval of the Internship”.
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Download the Internship Programme

After the approval of the internship by the Internship Commission, you must:

1.click on “Download the Internship Programme™
2.sign it and have it signed by the Supervisor of the Host Organization*

Home
= Internships ~
. Offers Status of the application: Approved by the commission |
.- Companies
Details Host organisation details
Log out
Motice

Type of Internship  [Curricular internship |
Object *  [tirocinio |

Host Organisation

Applicant |

Diegree programme |
Date/Hour of Submission
Academic tutor requested
Academic tutor assigned =

Aftach CV and cover letter
(M 2M) ~

Internship for Dissertation
Student introductory notes:

The offer mustbe [
compatible with your study
career

Details of the Internship Programme
All fields marked with = are mandatory

Agreement Ref. Mo. =
Date of the conclusion {date
of signature) *:

Signed intemnp

programme (FDF,
dimensione massima 2Mb}:

* In case of internship outside University’s facilities, a copy of an Identity Document of the Supervisor of the Host Organization

who signs the Internship Programme is required. 25



3. Then, upload the Internship Programme signed and stamped by the Host Organization and click on “Save”

Home
= Internships
. Offers Status of the application: Approved by the commission [l
-- Companies
Details Host organisation details
Log out
Motice

Type of Internship  [Curricular internship
Object *  [tirocinio |
Host Organisation |
Applicant |
Degree programme |
Date/Hour of Submission
Academic tutor requested
Academic tutor assigned *

Aftach CV and cover letter
(Max 2M) *

Internship for Dissertation
Student introductory notes

The offer mustbe [
compatible with your study
career

Details of the Internship Programme
All fields marked with = are mandatory

Agreement Ref. No. =
Date of the conclusion {date
of signature) *:

Signed internship Upload documentn firmato

programme (PDF,
dimensione massima 2Mb}:




Download the Attendance Register

1. After the validation of the Internship Programme from the Internship Office, you have to download the Attendance Register where you
have to write down all hours you will spend at the Host Organization

2. You can begin the activity according to the starting day (onwards) reported in the Attendance Register

Internships to complete - C.d.S. e

Code Description Credits

Internship requests

N F Date/Hour Of Type Of
Id Host Organisation Object SaBTIEEGn Int ship Type Status

Bl Approved by the commission

Ongoing and closed internships

Type of Internship
Curricular internship

Company
ALMA MATER STUDIORUM - UNIVERSITA DI BOLOGMNA

Job description

Planned start date
01/02/2020

Planned end date
31/01/2021

Signed internship programme

— BCopyright 2008 [build. 3326 del 2020-01-27 16:58:13 CET - Server: jtest127.0.1.1] - Informativa sulla Privacy
\ ] ALMA MATER STUDICRUM - Universita di Bologna - Via Zamboni, 33 - 40126 Bologna v
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@

smdenn@nne

Home

a Internships
.. Offers
- Companies
Log out

GRS ALMA MATER STUDIORUM
04 UNIVERSITA DI BOLOGN A

o

UNIVERSITA DI BOLOGNA

AMBIENTE STS

Internships

End of internship information

When you conclude your internship, please fill in the following data. The end date must be the last day of your sign-in sheet

La data di fine effettiva del tirocinio deve corrispondere all'ultimo giorno di presenza presso la struttura ospitante, cosi come registrata nel registro presenze.

Dopo il caricamento della documentazione attestante il regolare svolgimento del tirocinio e la compilazione del questionarie devi attendere la chiusura del tirocinio da parte
dell'Ufficio Tirocini.

Per conoscere la documentazione richiesta dalla Commissione Tirecini e le modalita di registrazione del tirocinio in Almaesami consulta la sezione tirocini del sito web del tuo
corso di studio.

Per ulteriori informazioni contatta I'Ufficio Tirocini a supporto della Scuola di Scienze.

End date * I:I <—— write down the last day you were at the Host Organization (it must be the same day set out on the Attendance Register)

Final attendance fsw{g (PDF, massimo 3Mb) | Sfoglia... |€—— upload the Attendance Register completed with signature and stamp of the Host Organization Supervisor
00
Final report” (PDF, massimo 3Mb) <€4—— upload the Final Report of internship only if it’s required by you Degree course
Note

Finally, save the procedure

B

\ .:.."'I The data will be analyzed only after you fill the questionnaire in

ECopyright 2008 [build 3326 del 2020-01-27 16:58:13 CET - Server: jtest'127.0.1.1] - Informativa sulla Privacy
ALMA MATER STUDIORUM - Universita di Bologna - Via Zamboni, 33 - 40126 Bologna
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The evaluation form must be completed in order to finalize you internship

o

491158 ALMA MATER STUDIORUM -
UNIVERSITA DI BOLOGNA

— = DueTTTouT O Typeor
Id Host Organisation Object STHETiCSine Internship Type Status

[l Approved by the commission

Ongoing and closed internships

Type of Internship
Curricular internship

Company
ALMA MATER STUDIORUM - UNIVERSITA DI BOLOGNA

Job description

Planned start date
01/02/2020

Planned end date
31/01/2021

Signed internship programme

Declared end date
27/02/2020

Final attendance record book

|| Attention! The document won't be validated untill you won't fill in the questionnaire

Final report

.;: }-'} Attention! The document won't be validated untill you won't fill in the questionnaire

Evaluation form
Evaluation form to be filled in —

SCopyright 2008 [build. 3326 del 2020-01-27 16:58:13 CET - Server: jiest127.0.1.1] - Informativa sulla Privacy
ALMA MATER STUDIORUM - Universita di Bologna - Via Zamboni, 33 - 40126 Belogna
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What do to at the end of the internship*

After filling out the compulsory questionnaire:
Attendance Register will be checked by Internship Office and if no modifications needed, it will be validated

Final Report will be checked by your Academic Tutor and if no modifications needed, it will be validated

Lastly, the Internship Board receives an email confirming that the internship has been regularly ended and it will be recorded in
AlmaEsami

*N.B. You are supposed to read carefully what your Degree course specifies in regards to the whole procedure:

DEGREE COURSE WEBSITE > STUDYING > INTERNSHIP (curricular and/or for thesis project)
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